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ixecutive Officer to the DD/S 7 Gctover 1965
Chief, Becords Adninistraticn Staff

{uarterly Report for the Records Administration Staff

fere i & bummary Report of Records ransgemant activities for the
period 1 July = 30 Bepleuber 1965. Hore information on these scbivities
can be maoe availsble from our files.

J1. PORUE HARAGRMENT - 55 new and 57 revised forms jrojects wers
conpleted this guarter. These Forans Mamsgement activities prodnced
targible savings of $,027. In addition, ictangible savings such a2
ifuprovesants in grocedures and improved design of forme were accomplished.
An example of an improvement inme&w“smmmafam~w¢
form for the Uffice of Sesurity which slininates the individual typing
of four seperate memorsnduss. Another example of savings accomplished
in forss design was the resligmment in tie forwat of the Iinformation
report ueed by Contact 3ervices to eonform to the DOF information report.

Ja. KECORDS DISPCSITION - Sleven records control sched.les were
approved. In sose instances retention pericds were reduced gubstentially
to provide for the destruction of Tecords earlier than yrevicusly stated.
For instsuce, the reteption periocd on one group of records was reduced
from 40 10 20 yeurs. !

ﬁw@mismwm&mmmwmmmmtm |
cuvic feet of meworendum coples of {88 payrolls now in our RBeeords Center.
Final determinetion is dspendent upon varification that the original
copies of these peyrclls are in the FPeders)l Fecords Ceuter in 8t. lLouis.

Ad@itional discussion has taken place with representatives of the
office of the Ganeral o develop @mocedures for the disposition
af fissnciasl records for {dential and overt funds.

~\ 3. FILING BQUIPMEST - The office of lLogistics has advised us thst
iast fiscal yemr there were 301 four-drewer safes turned in by ageney
nesdquacrters offices. Thls is the fivst time that more safes were turned
in by agency offices than igpued t0 them. This is primrily doe to more
extenslve use of shelf filing and inereased activity in records dispogition.

we cupcurred ln an action by the Office of iogistics to declare
100 four-draver pafe cabinets surplus to egency needs. The Office of
Loglstice carrisd these safes iu thelr inventory st $19,000, bubt thelr
rﬁﬁlawgazzt on today's market would reqiire the expenditure of approximately
554, 000,
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/L. VITAL RECOBDS - Kew or revised vitel records dsposit schedules
were spproved for four major agency offices.

. 9. ARCHIVES AND BECORD CERIER -mmarov;hagmmfﬁrthm
period smwunted to 2,204 cuble feet. Thare were 85,123 eublc feet of
records on hand at the Center on 30 Seplesber 1965. Reference services
furnighed agency offices smounted te 28,562 items, an svermgs of k& per

workdey .
5. GBNERAL - All ‘the mesbers of the Records Administration stare; ;
25X1 I . of the Records Center; [ | Office of 25X1
25X1 Securitys and | OrR, sttended the first Papsrwork Management \

Awarde &inner sponsored by the Ad=mintstrative Managemant Soclaty st the :
Shovehan Hotel on 20 Septesber. |
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